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                             location of the request. 
 
             2.  Request is forwarded to DYS director for approval. 
 
             3.  The approved/disapproved request is returned to personnel analyst by the Division 
                  director’s administrative assistant. 
 
             4.  An approved request is forwarded to DHS Personnel Office for continuation of   
                             processing. 
 
             5.  A disapproved request is returned to the hiring official. 
 
                        6.  An approved/disapproved freeze exception request is returned to the personnel  
                             analyst by the DHS personnel office.     
 

C.  Job Vacancy Request: 
 
  1.  A DHS Job Vacancy Request Form (DHS Form 1138) is completed by the hiring  
                             official and he/she attaches a copy of the Functional Job Description (DHS Form       
                             1158) for the vacant position.  A packet is submitted to the Division’s personnel   
                             analyst for further processing through the DHS personnel office. 
        
                        2.  Intra-division procedures for processing the Job Vacancy Request Form are: 
                                     a.  Upon receipt of the initial packet the personnel analyst will log the Job  
                                          Vacancy Request (DHS Form 1138) into a tracking sheet. 
                                     b.  The job Vacancy Request is then forwarded to the Division director for  
                                          approval.  
    c.  The director’s administrative assistant will return the approved, or  
                                          disapproved Job Vacancy Request to the personnel analyst. 
    d.  If disapproved, the personnel analyst will return the Job Vacancy Request to  
                                          the hiring official. 

  e.  If approved the personnel analyst will process the request. 
 
 D.  Position Disposition Form, DHS 1159: 

 
1.  Personnel analyst receives Position Disposition Form from DHS Recruitment 
     via e-mail. 
 
2.  Personnel analyst extracts copy of each application and submits to hiring 
     official along with Position Disposition Form. 
 
3.  Hiring official commences hiring process. 
 

E.  Hire Packet: 
 

1.  Hiring official coordinates drug testing process with the DYS personnel analyst. 
 
2.  Drug Test Results Notification e-mailed to hiring official or designee. 
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3.  Hiring official completes hire packet and obtains supervisor and assistant 
     director approval. 
 
4.  Hiring official submits hire packet to personnel analyst. 
 
5.  Personnel analyst reviews for accuracy and completeness and submits to the DYS  
     director for approval.  If corrections to the packet are required the personnel  
     analyst will return the hire packet to the hiring official for correction prior to  
     sending the packet to the Division director for final approval.      
    

                        6.  DYS director returns hire packet to personnel analyst. 
 

7.  Personnel analyst copies selectee’s information and creates a personnel file for the  
     new employee. 
 
8.  The hire packet is returned to DHS Personnel Office by the personnel analyst. 
 

F.  Employment Procedure: 
 
 1.  After DYS director approval, hiring official notifies selected applicant and other 
      applicants of decision. 
 
 2.  The hiring official will: 
  a.   Ensure the new employee begins completing the division’s New Employee  
                              Orientation Program on first date of employment. 

                                     b.  Complete and return all required documentation to the personnel analyst.   


